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JOB OPPORTUNITY

 Receptionist/Administrator
(Job Ref no. ad/04/2026)

Part- time (28 hours per week) Wai Yin Job Grade:  Administrator/Receptionist
[bookmark: _GoBack]Salary:  £19,584 per annum
Post from:  15th June 2026 to 31st March 2027 (subject to renewal)

Wai Yin Society seeks a Receptionist/Administrator to provide administrative work at our main office on Swan Street.  
We are looking for someone with excellent interpersonal communication skills and reception skills, as well as good IT skills.  Strong candidates will have a track record of working with wide range of customers from ethnically diverse communities and experience of leading and supporting the reception team.

This post requires that applicants can speak English and Chinese (Cantonese and Mandarin).

Wai Yin Society is committed to Equal Opportunities and invites enquiries from all members of society.  

For a job description and an application pack, or for more information, telephone 0161-833 0377, or email to info@waiyin.org.uk  

Closing date for applications: 	18th May 2026
Interview date: 			TBC
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 Wai Yin Society

Serving the community since 1988
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